
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR’ APPLICATION FOR RECORDS RETENTION SCHEDULE 

~ ~ 

Application Date 

Application Number 

INSTRUCTIONS: See Publication No. 764?M-? fa instructions on mmpkting t h i s  form.!,Fomard signed original to 
Department of Archives and History. Records Management Division. 330 Capitol Avenue, Atlanta, Georgia, 30334. I 

Department of Education Applicatia Number 

Division of Special Programs 
Program for Exceptional Children Section mLs 
Atlanta. GA 30334 

Office of Instructional Services 82-L36 
Date Completed Date Reccewed 

,a82 ,TUL> 0 ,982 

Attention: scheduling Section. 

I H)R RECORDSYANAGEMEM USE FOR AGENCY USE 11. mcy M d r e u  

7. Record Swier Darai t ion 

Documentsrebtingto: administering the Program for Exceptional Children Section. 

Th is  file contains the foll&ing documents (include form numbenand t i tk ,  ifmvl: 
Attach samples of the file. 

Indudedare: copies of committee/association minutes, meeting agenda, annual budgets, 
correspondence and other materials related to the various committees and associations 
dealing with the education of exceptional children. 

Fileisarranged: chronologically by calendar year; thereunder alphabetically by committee/ 
association name. 

8. Monthly Rderense Rate 

9ne to six months old 

How often are records referred to which are: 
: Seven to twelve months old ; T h i i n  to twenty-four months old 

twenty-five months and older 7 

Lettersize drawers : Lqalzjze drawers : shelve5 ; Other IrwciW) 
9. Annual Rat. of Ammulation of Records 

A R - 5 e 7 1 .  R.v. 76 low1 

c. Amend Application No. Checkone: 0 Chanqe; 0 Supercede; 0 Void 
4. Dates of Series I 5. Rcwrdr arks Title (followed by title used in office; if different1 



10. Qrrtionnaire (Place an "X" in the proper mlumn) 
a. I s  this the official mpy of the series? 

b. Does the series contain confidential information requiring securitv handling? If yes, kite law or regulation. 

c. Is this a vital rcawd? 
d. Does t h i s  series have historical or long term march value? 
e. When one or two documents in the fik make it mcessrv to keep &e entire file for a long period, could the* 

If not. where is it? 

doarmena be *edu k d  semratelv? , ~ 1s - ~ -  ~ .~ . .~ ~ . ~ o i r  .r...., 
~~ 

f.- Is the'infwmation contained in this s&es &e r WM&& ' 
If Ve.atta& 

g. Is the information mntainqd in this series e&r & f b d  -- Fnd/or~m&d ~. . .  in-a sim-narized -~ ~ w R ?  

h. Is there a duplication of th is  series in you office. or in another offie or .gencv?- 
- . . ,.a : ~ 

~~ 

~i . ~. 
~ Ifves.atta ch mw. 
~ 

1. Retention Raquirements The following requires the series to be kept: 

d. Audit period years. 

yeus. f. Federal retention instructions years. 
2 years. 

a. State Law years. 
b. Statute of limitation years. c. Administrative need 
c Federal law 

Attach mpy or ex& of laws or regulations. Explain administrative need. 

? 

These instructions apply to a11 prior and future accumulations d the series. 

Recommendations in pua- 
Faph 12 are approved. 
flf di9ppromi, amdi  *fia 
,f explanati0n.l 


